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Creating Batch/Auto Send Rules  
 

Market: House, Senate   

Description: These instructions teach users how to create Batch/Auto Send Rules 

which automatically add settings to messages placed in the Batch, such as an Issue 

code(s), Assigned Staffer, and Form Letter response. IQ then sends the Letter on the set 

scheduled of your choice when the Auto Send rule is created.  
  

Create a Batch Rule from Batches 
1. Navigate to the Messages application.  
2. Click on the Batches View.  

3. Select Response Rule in-row action for the Batch you’d like to add a rule to. 

 
4.  Add your rules in the Edit Batch Response dialog. The Best Practice is to include 

at least one issue code, a staffer in Assigned To and a selected Form Letter 

(assuming one has been created already. If not, check the box Create New Letter). 
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5. Click Save.  

Create a Batch Rule from 

Campaigns/Bills/Individual Messages 
1. Navigate to the Messages application. 
2. Click on Message Processing. 
3. Select the Batch action for the Campaign or Bill you’d like to batch.  

 
4. For Individual Unprocessed Messages, select the messages you would like to 

Batch (utilize Filters and Searching to help narrow your selection), then click the 

Batch menu action. 
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5. Select an existing Batch from the dropdown or click on the “+” icon to create a new 

one. 

 
6. Review or create the Batch Response rules as in step 4 above by clicking the Pencil 

icon. 

  
7. Click Update. 
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8. Note that the next time you come to the Batching screen, you will see a list of 

Recently Used Batches, allowing for faster Batching for Messages of the same 

topic in the future.  

 

Create an Auto Send Rule  
Auto Send Rules allow a Batch to automatically reply to Open Messages within it on 
a set schedule of your choice. You can create/edit the Auto Send Rule from the 
Batching screen (as seen above) or by navigating to the Batch view within the 
Messages application and following these steps: 
 

1. Click on a Batch that has a Response Rule.  
2. Select the Enable Auto Send in-row action. 

 
3. Add your Auto Send Rules.  

4. Click Start Auto-Send button.  
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Note: The “Messages must be at least X hours old” field will tell IQ how old an 

incoming message must be (how many hours it has been in your IQ system) 

before your letter will send as a response. This helps ensure a timely response.    

   

 
 


